RELAD with Sep Request (AD Officers & Members on EAD)

Introduction This section provides the procedures for completing RELAD orders in Direct
Access when a Separation Request was entered by PSC.

Procedures Follow these steps to complete a RELAD separation transaction.
Step Action
1 | Select Separation Orders from the Separations Pagelet.
Separations =
[Separation Orders| DD214 Form
Separalions Summary Repori Separation Reguests by Stalus
Separation Reguest Extract Separations By AD Term Date
Separation Orders Extiract

2 | Enter the Empl ID and then click Search.
Separation Orders

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a Mew Value

Maximum number of rows to return {up to 300): | 300

Empl ID: | begins with v [[1234567 |

Empl Remrd:| = L%

Trans ID: [= v| |

Order Type: |= L) Separation

National ID:  [begins with ||
Last Name: | begins with ||
First Name: [begins with ||

[ include History [ I correct History [ | case Sensitive

Search | Clear |Basic Search E{,ﬂ Save Search Criteria
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Step Action

3 | If the Separation Request/Authorization has been approved, the Separation Orders will
display. If nothing appears, make sure the Sep Request has been completed and
approved. (See Airport Terminal User Guide.) Notice the Authorization Created
link. Click on it to view and print the Separation Authorization. Now scroll down.

" Additional Info | Order Information || Order Travel | Order Notes || Leave Information
Katniss Everdeen Empl ID: 1234567 Empl Record: 0
Trans ID: 2250492 Order Action: bl
Order Begin Date: 07/31/2014 Order Type: Separation
Order End Date: 08/01/2014 Order Status: Authorized
Termination type code: Release From Active Duty
Termination Date: 07r31/2014 Departure Date:

SPD: MEK Completion of required acfive service Authorization Created
Re-enlistment Code: RE1 Eligible for Reenlistment

4 | Now fill out the Relad section based on the member’s intentions. Make sure the
Employee Classification is changed from AD/EAD to a Reserve option (use lookup).
Then click Save.

RELAD Reason: 62 @,  DUE TO FULFILLMENT OF ACTIVE SERVICE OBLIGATION
[Reserve Personnel RELAD]
Employee Classification: m Selected Reserve

Reserve Classification: |@ @, Mbrwioa Statutory Obligation
Labor Agreement: OFF 2@, Reserve Component Off and Warr
Employee Category: SEL @,  Selected Reserve

TRAPAY CAT: A OQ Drilling Pay Status

Continued on next page
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Step Action
5 | Scroll back up to the top and click on the Additional Info tab.
Additional Info | COrder Information Order Travel Order Notes Leave Information

Katniss Everdeen EmplID: 1234567 Empl Record: 0
Trans ID: 2250492 Order Action: | V|
Order Begin Date: 07/31/2014 Order Type: Separation
Order End Date: 08012014 Order Status: Authorized

6 | Any information on this tab was input by PSC and cannot be edited. Click on the

Order Information tab.
Separation Details Additional Info Order Information | Order Travel Order Motes Leave Information

Katniss Everdeen Empl ID: 1234567 Empl Record: 1]
Trans ID: 2250492 Order Action: i
Order Begin Date: 07/31/2014 Order Type: Separation

Order End Date: 08/01/2014 Order Status: Authorized

Separation Details

Element Name:
Full/Half:

Job Code:
Salary Grade:

7 | Enter the Authorizing Official and then click on the Order Travel tab.
Separation Details Additional Info Order Travel | Crder Notes Leave Information

Katniss Everdeen EmpliD: 1234567 Empl Record: 0
Trans ID: 2260492 Order Action: | v
Order Begin Date: 07/31/2014 QOrder Type: Separation
Order End Date: 08/0172014 Order Status: Authorized

Action: TER

Reason Code: RLS

Transfer Authority: |Coast Guard Personnel Command

Authorizing Official: |Fresident Snow, CWO4, USCG |

Continued on next page
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8 | Click on View All to see both the Depart and Report rows.
" Separation Details | Additional Info || Order Information el =@l -8 Order Notes || Leave Information | Order
Katniss Everdeen Empl ID: 1234567 Empl Record: 0
Trans ID: 2250492 Order Action: | b |
Order Begin Date: 07/31/2014 Order Type: Separation
Order End Date:  08/01/2014 Order Status: Authorized
Seq  Travel Travel : Actual : . L
Nbr Type Approval Estimated Date Date Nature of Duty Deptid Description Position
SEC N NEW ENG UNBUD
1|Depart Approved 07312014 07312014 INSPECTIONS DIV POSITIC
99 Report Approved 08/01/2014
[ Travel Orders Find ViewAl First = 10f2 I past
*Seq Nbr: |_1 Travel Type: Trvl Approval: Approved =
Estimated Date: |07/31/2014 EJ Department: D07482 Q SEC N NEW ENG INSPECTIONS DIV
Actual Date: D7/3112014 [[5) Location: MEDOT2 &, CGSECTOR NORTHERN NEW
EMGLAND
Nature of Duty: Position Number: (00078182 @, UNBUDGETED PQSITION
Posn Job Code: 415096
Other Location: |

Most of the fields will be populated in the Depart row. There is no need to edit these
fields. Click the arrows to expand the Per Diem, Travel Details and Additional
Authorized Expenses sections to add specific travel entitlements for the member.

Travel Orders Find | View 1 First ! 420f2 1/ [ ast

*Seq Nbr: |_1 Travel Type: Trvl Approval: Approved =

Estimated Date: |07/31/2014 Eﬂ Department: 007482 % SEC N NEW ENG INSPECTIONS DIV

Actual Date:  |07/3122014 |[5 Location: MED072 @, CGSECTOR NORTHERN NEW
EMGLAND

Nature of Duty: Position Number: (00079182 @,  UNBUDGETED POSITION

Posn Job Code: 415096

Other Location: |

¥ Per Diem
¥ Travel Details

» Additional Authorized Expenses

Continued on next page
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10

On the Report row, enter the Actual Date (same as estimated).
e For RELADs to the SELRES, enter a valid Department/Position Number
combination obtained from RPM/CGRC.
e For RELAD:s to the IRR, enter Dept ID #002817 and Posn #00062025.
The Report row also has the Per Diem, Travel Details and Additional Authorized
EXxpenses sections that won’t be used for RELADs.

*Seq Nbr: | 99 Travel Type: TrvIApprovaI: Approved [+][=]

007482 ] SEC N NEW ENG INSPECTIONS DIV

Estimated Date: [08/01/2014 |[5 Department:
Actual Date: 08/01/2014 |[=) Location: MEDOT2 @,| CG SECTOR NORTHERN NEW
ENGLAND

Nature of Duty: Position Number:]00052668 &, | MARINE INSP/PSCO-APPRENTICE

Posn Job Code: 000097 Lieutenant Junior Grade

Other Location:

11

In the Delay En route section, enter any Terminal Leave the member plans to take.
The End Date cannot go beyond the RELAD date.

NOTE: SPOs MUST manually stop Career Sea Pay, Career Sea Pay Premium and
OUTCONUS COLA upon the member’s departure from the unit on Terminal Leave
(with no intention to return) to prevent overpayments.

—

Begin Date End Date Delay En route Days

1|07/262014 [ [07r31/2014 [ || Terminal Leave v 6 [+] [=]

12

Select the appropriate Dependents Authorized to Travel (if any). If the dependents
don’t auto-populate, use the Dep/Benef lookup to find and select each one. Then click

Save.

—

Auth for
Travel

& a | ]| [=]

*Dep/Benef Name Relation  Marital Status Marital Status Date Student Student Status Date

[5] save | |[Gh Retum to Search =] Matify

Continued on next page
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13 | Saving will update the Actual Date and display the Terminal Leave in the Itinerary

section. Now click on the Order Notes tab.

Separation Details Additional Info COrder Information Order Travel Order Notes | Leave Information
Katniss Everdeen Empl ID: 1234567 Empl Record:
Trans ID: 2250492 Order Action: |
Order Begin Date: 07/31/2014 Order Type: Separation
Order End Date: 02/01/2014 Order Status: Authorized
Seq Travel Travel - Actual . .

Nbr Type Approval Estimated Date Date Nature of Duty Deptid Description
07262014 Terminal Leave
SEC N NEW ENG
1|Depart Approved 07312014 07312014 INSPECTIONS DIV
SEC N NEW ENG
99 Report Approved 080172014 080172014 INSPECTIONS DIV

14

Enter the appropriate Order Notes and edit them if necessary. Enter a Sequence
Number to identify how they will appear on the orders. Then click on the Leave
Information tab.

Separation Details Additional Info Order Information Order Travel Leave Information | Crde

Katniss Everdeen Empl ID: 1234567 Empl Record: 0

Trans ID: 2250492 Order Action: | v Go

Order Begin Date: 07/31/2014 Order Type: Separation

Order End Date: 02/01/2014 Order Status: Authorized

Separation Details Find | view1 First Kl 12072 I3 | ast

*Contract Clause: |FtM1 Qh Reservists who serve on active duty for more than 30 days must have [#[=]
a complete approved Physical Exam within 12 months of [

*Sequence Number: I_'1 Demobilization or Release from Active Duty (RELAD). Reservists

must meet Retention, not Separation standards for continued affiliation

in the SELRES or IRR per Chapter 3.A.7.c.1 of the Coast Guard

Medical Manual, COMDTINST M&000.1D. Demobilization Physical

Exams are not required for members who continue on any other form

of active duty with no break in service. Reserve members with specific v
. it i A

1 Show on Printed Order

*Contract Clause: |F-t99 2] [yOoU ARE ASSIGNED IN PAY CATEGORY A YOU ARE AUTHORIZED (=]
TO PERFORM IDT AND ADT TRAINING IAW COMDTINST M1001.28
*Sequence Number: |_2 (RESERVE POLICY MAMNUAL).

W1 Show on Printed Order

Continued on next page



RELAD with Sep Request (AD Officers & Members on EAD),

Continued
Procedures,
continued
Step Action
15 | Notice that the terminal leave entered on an earlier tab is reflected here. Any

remaining leave balance (subject to the career maximum) will be sold and included in
the member’s final pay. Enter any carry over leave for qualified Reservists to use
during future Active Duty orders.

Separation Details Additional Info Order Information Order Travel Order Notes | Order Approval
Katniss Everdeen Empl ID: 1234567 Empl Record: 0
Trans ID: 2250492 Order Action: V| Go
Order Begin Date:  07/31/2014 Order Type:  Separation
Order End Date: 08012014 Order Status: Authorized
Leave Balance: 27.000000) Cumulative Sold Leave: 0.000000
Total to Carry Over (Days): Terminal Leave Begin: 07262014
Terminal Leave (Days): 6.0 Terminal Leave End: 07312014
Field Description

Leave Balance

Balance as of current pay/absence calendar (end of previous
month). Does not factor in future leave requests that have been
approved beyond current month.

Cumulative Sold

Cumulative number of Leave days sold in the member’s

Leave military career.
Total to Carry | Specified by the SPO if member requests. This will be
Over (Days) subtracted from the leave available to sell. Only used for

Reservists. Defaults to 0.

Terminal Leave
(Days)

Sum of terminal leave days specified on Order Travel tab.

Now click on the Order Approval tab.

Continued on next page
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16 | Add comments, if necessary, then click Submit.
Additional Info Order Information Order Travel Order Notes Leave Information Order Approval
Katniss Everdeen Empl ID: 1234567 Empl Record: 0
Trans ID: 2250492 Order Action: | V|
Order Begin Date: (07/31/2014 Order Type: Separation
Order End Date: 08/01/2014 Order Status: Authorized
Route for Approval
Approval Type: Separation Order Approval
User ID: 7654321 Peeta Mellark
Dept of Approving 007448 SEC S5 MARIE ADMIN/PERS DIV
SPO:
Comment: Member wishes to carry over 10 days of leave and sell the remaining balance.
I_ Submit I

17

Once submitted, this will appear to show it’s been routed for approval.
Approve Separation Order

= Approval Sep Order Header:Pending (=) View/Hide Comments
One Level Approval

Pending

(T_‘:' Multiple Approvers
SPO Supervisor

— Comments

Peeta Mellark at 07/26/14 - 4:14 PM
Member wishes to carry over 10 days of leave and sell the
remaining balance.

:Eﬁav& :|§I*Rf:1umtu5&amh Eﬂﬂh’fr |:‘+Add Updale.i[hsplay F,@'"Eﬂ

18

Now return to the Home screen.




